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GEORGIA DEPARTMENT OF HUMAN RESOURCES r- OFFICE OF ADMINISTRATIVE SERVICES 1 

' LncXjlML 7 J 1 Y  E-G( I 

. .  
, '.  he file it arranged : 

1 '.\. . .  ' . \, ,. ..I , ' ' .> .'I, . i .. 

8. Monthly Rafsrenca Rate How often ara records referred to VJhich are: 
OM to six months old - : Sawn p hvsha months old : Thiwen to twenty-four months old 
t w m t y - f i ~  months and older ? 

9. Annual Ram of Aecumulnion or Rbawdr 

&mtar-aim dramrr : Lsgal-rimd&n' : Shsl&s ; Other (*;fy) 

- 

', i I RECORDS - MANAGEMENT UNIT .- k t  
h *, 

b f  
For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 656-4976 GIST: 2214983 ' I  I ii 

1256 B r i a r c l i f f  Road, N. E. ; 
At lanta,  Georgia 30306 

3. Actio,n Requested * (x) Rescind Appl. No. 301 (x) Transfer t o  Dept of 

furtier s c c u m u 1 e ~ n ~ ~ 4 ~  -395 -%74-398 
& 0 Establish Retention Schedule: record wd continue to a~mulate.*nO 

c BArnend Applicefion No. schedules Check One: 0 Chanoe; ~ S u s u p e r c a d e ;  

er done 

_l___l__ - 
Series Tnlo ffoilowed by titie usad in office; H diffemntl 

r e t e n t i o n  period 
.see attached l i s t i n g  - * PHR 

€orlien 
. . .  , 
: . 

What i s  tha function of the pivirion Md tho Office in which 
I 1968 I :;resen,(.. 
6. Division and O f f i i  Function 

. *_ . .  .. . . . , . . . .  .:.. - .. . , . 
The DepaT,hnent, of Human Resources, through the  leadersh ip  of t h e  Commissioner, is responsible  f o r  pian-' 
ning, organizing. d i r ec t ing ,  coordinating, and c o n t r o l l i n g  t h e  de l ivery  of services  t o  r e s iden t s  of * 

..Georgia. Included are:  diagnosis  and treatment of mental d i sorders ;  con t ro l  of physical  h e a l t h  pro- . 
grais; adminis t ra t ion  of publ ic  ass i s tance  programs; Federal  Food Programs; adminis t ra t ion of pro- 
grams which enable the  non-productive nmbers  of soc ie ty  (bl iod,  physical ly  and mentally handicapped) '. 
t o  funct ion as p r o d u c t i v e , n q b e r s  of society;  eva lua t ion  1 
of programs of t h e  Department, and suggesting improvements i n  these programs; and support se rv ices .  i 

The Office of Audits has  the r e spons ib i l i t y  t o  determine whether a l l  funds due the Department are prop-' 
e r l y  accounted f o r  and a r e  expended according t o  t h e  requirements of the  law and pol ic ies ,  procedures ~' 

and r egu la t ions  appl icable  thereto.  Also, t o  h e l p  Hsnagement improve the  eff ic iency,  economy, and ef- ; 

I 
, - 1  

adminis t ra t ion  of programs f o r  the e lder ly ;  

. .  f&t iveness  - - _. -. .._- of operat ions by ident i fy ing  where improvements are .needed. . -  - . .  
--. 

7. Records Series buription 
Documents relating to: 

Th is  file contains the followlng docuwents (includm form numbers and tizles, If any): Attach samples of the fils. . 

see attached l i s t i n g  



. .  . .. 
-_I-.--- ~ 

fES NO 10. a w n i M M i r l  IPlmx M ”X”in t h e  prepr mlumnl 
~ .~ -I+-- m. I s  t h i s  the off icinl mw of the mrios? I 1 ’. .. 

X 

X 

. . 
I - i - ____ If noc.r*h.re b It? - 

i -__ b. Doas the win wntatn wnfidential informatien requiring security handlinp? If yes. cite law or -uletio& 
DHR Procedure IV-H - Administrative Procedures Manual 

1- --______ X c. Is  thls a Vital mmrd? 

x d. D m s  this series have hlnorical or Ion# mtm nrsarch d u e ?  - 
1 

a. %at* b w  yam. 
b. Statute of llmitarion -___ wan. 
e F.d.nI*w years. 

e. When OM or tna documents in the file nuke It nomuow to keers the anttre file for a low c a r i d .  muld thste documents 

d. Auditperlod - years. 

e. Admlnlstrativa need wn. 
f. Faders1 mtentton lnmuctions .VsWr 

. 
X 

X 

x 
x 

Attsd copy or exmrpt of lomor ryht ions.  Explain dmininrative need. 

Q. 1 8 t h  information mntalned in th i s  rries war analyzed &/or mmrded In a wmmnri& ~pon7 

h. I8 then a duplkatim of th is  e r k s  in your offica, or in another offica or egency? 

1. Is  thls mries /or a nujorpbrrion of it) regularly microfilmed? 
I. D m s  the mmrd r r i o s  rasult in II computer printout? 

I_ I__ 

I f  yr8, attach cow. 

_I___ 

I yn, rvhsn? 

- 

-l_lll__. I_ 

2. Appro& DispMltlon Instruction8 This agency recommends the t  the file aeries be cut off a t  the end of each: 

Dbtendar Year: OFircal Year; mother than, 

0 Hold in the current files area 
0 Transfer to h i  holding area; hold 
0 Trnnsfer to S u n  Records Center: hold 
0 hnroy 
0 Transfer to Stah Archives for permenant retention. 
0 Ocher I-IfYl 

rnanth(r) - yssr(s): then 
yearb); then 

yssr(r): then 

Thsu lr,qructions apply to all prior and future accumulations of the series. 



, Records Retent ion Schedule , 

GEORGIA DEPARTMENT OF HUMAN RESOURCES 
OFFICE OF THE COMMISSIONER 

FINANCIAL MANAGEMENT 
Off*. Of Audh 
Opwar1on.d Audin *tion 

No. Description 5 Dispos i t ion  
APPl. 

77-401-A OPERATIONAL AUDIT FILES - DOCU- 
ments r e l a t i n g  t o  conducting 
o p e r a t i o n a l  aud i t s ,  o ther  ex- 
aminations of DHR u n i t s ,  
s p e c i a l  p r o j e c t s  and inves t i -  
ga t ions .  Included are: ques- 
t i o n n a i r e s  regarding personnel,  
o f f i c e  layout ,  forms, budget 
and accounting, equipment main- 
tenance, bui ld ings  and grounds, 
purchasing, asset inventory,  and 
correspondence. Also included 
are eva lua t ion  of f ind ings  (usu- 
a l l y  i n  n a r r a t i v e  form) and recom- 
mendations f o r  improvement i n  the 
var ious  areas of audi ted  opera- 
t i ons .  The f i l e  is  arranged: al- 
phabe t i ca l ly  by name of organiza- 
t i o n  (Off ice/  Sect ion/  Uni t ) ;  
thereunder,  by a c t i v i t y  or p r o j e c t .  

Cut off  f i l e  as fol lows:  

Off ice  of Audits  
(Record Copy) 
Upon determinat ion t h a t  a l l  
a u d i t  ques t ions  have been 
resolved,  p l a c e  a l l  p e r t i -  
nent  papers  f o r  a p a r t i c u l a r  
a u d i t  i n  t h e  inactive f i l e ;  
cu t  o f f  inactive f i l e  a t  end 
of each f i s c a l  year ;  hold 
i n  cu r ren t  f i l e s  area 2 
years ;  t r a n s f e r  t o  S ta te  
Records Center; hold 3 
years ;  then  des t roy .  

DER Of f i ces /  Divisions/ 
Sec t ions /  Units  

(Reference Copy of Audit) 

a u d i t  ques t ions  have been 
resolved,  p l ace  a l l  r e fe rence  
papers  f o r  a u d i t  i n  t h e  in- 
active f i l e ;  cut off inac- 
t i v e  f i l e  a t  end of each 
f i s c a l  year ;  hold 2 yea r s ;  
then des t roy .  

Earlier d e s t r u c t i o n  of a u d i t  
re fe rence  papers  is author- 
ized.  

Upon determinat ion t h a t  a l l  -. 

APPROVED: 7 /5 /79  

-. - 

11-E. 5 .B-1 



. .  Application t o  Amend Records&Retention Schedules 4%- 
' r  * ,  

Ofiicd of ALdits - page 7 
OPERATIONAL AUDIT SECTION __-.-___I--_ 

TO AMEND 

APPl- 
No. Description 

77-401-R OPERATIONAL AUDIT FILES - DOCU- 
ments r e l a t i n g  t o  conducting 
operat ional  audi ts ,  o ther  ex- 
aminations of DHR un i t s ,  spec ia l  
p ro j ec t s  and invest igat ions.  
Included are: questionnaires 
regarding personnel, o f f i c e  lay- 
out,  forms, budget and account- 
ing, equipment maintenance, 
bui ldings and grounds, purchas- 
ing, asset inventory, and cor- 
respondence. Also included are 
evaluation of f indings (usually 
i n  na r ra t ive  form) and recom- 
mendations f o r  improvement i n  
the  var ious areas of audited 

Disppsi t ion -I__ 

Cut off f i l e  as follows: 

Office of Audits 
~- (Record 2y)- 

Upon determination that a l l  
aud i t  questions have been 
resolved, p lace  a l l  pe r t i -  
nent papers f o r  a p a r t i c u l a r  
aud i t  i n  t he  inac t ive  f i l e ;  
cu t  off t h e  inac t ive  f i l e  
a t  end of each f i s c a l  year; 
hold i n  cur ren t  f i l e s  area 
2 years; t r ans fe r  t o  S t a t e  
Records Center; hold 3 
years;  then destroy. 

DHR Offices1 Divisions/ operations.  The f i l e  is ar- 
ranged: a lphabet ical ly  by name 
of organization (Office/ Section/ 
Unit); thereunder, by a c t i v i t y  
o r  pro jec t .  

Sections/ Units  
(Reference Copy of Audit) 

Upon determination that a l l  
aud i t  questions have been 
resolved, place a l l  reference 
papers f o r  aud i t  i n  the  in- 
a c t i v e  f i l e ;  c u t  off inac- 
tive f i l e  at  end of each 
f iscal  year; hold 2 years; 
then destroy. 

Ea r l i e r  des t ruc t ion  of aud i t  
reference papers I s  authorized. 



OFFICE OF THE SECRETARY OF STAT! 

, RECORDS MANAGEMENT DIVISION 
r 

. ~ ~ .. 
-..- - 1 FOR AGENCY USE 
epplication Oate 

9/2/77. 
-.-_--._ 
Application Number 

DHR- 161 
-.-___.-._ ~ .___ __ 

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, i Attentiow Scheduling Section. 

FOR RECORDS MANAGEMENT USE 
.I -_______- 1.-1 I 

1. Agency Address :," 

Georgia Department o f  Human 
O f f i c e  o f  Eva lua t ion  & 
Operat ions Research 
1256 B r i a r c l i f f  Road, N. E. 
A t  1 a n 5  Georgia 30306 OCT 1 1977 1 OCT 2 7 1977 

I___-__ - . ___- - .. . -- .~ -. 

A I_L 

', Record Series Description 

Documentsnlatingto: 

This f i le contains the following documents (include form numbers and titles, ifany): 
Attach samples of the file. 

ope ra t i ona l  a u d i t s  and o t h e r  examinat ions o f  DHR u n i t s .  

1 .  

z cov\duc + ;r.cJ 

7 .  

hdudedare: 
u s u a l l y  in n a r r a t i v e  format;  w r i t t e n  statements about adequacy, e f f i c i e n c y ,  and e f fec t i vener  
taken from departmental  personnel about departmental  opera t ions ,  and r e l a t e d  m a t e r i a l s .  

ques t ionna i res  r e l a t i n g  to  o f f i c e  opera t ions ;  eva lua t i ons  and recommendations 
. 
4 

I 

p M o m h ( y R e f G b R a t a  How often are records referred to which are: 
One to six months old 5 ; Seven to twelve months old 2 ; Thirteen to  twenty-four months old .--2_---; 

, . .  7 -. X-'- 

.. . : Legakize draw& . '* . :Shelves ;Other {Zpecfy) __.-+*_ s s t .  
1- L 

P .3-50171; Rw.76' 7 
. 

~ _. . .  

lover) 
~ .~ ~ ; ~ . . .  ~. i .  

~~ 

,*- ~ 

. 
_-a; . ~ ~ 



_~_I____ 

a. Is this the official copy of the series? 

._____ .____ 

.- If nouhAKe i s  it? - 
. Does the teries contain confidential information requiring security handling? If yes, cite law or regulation. 
DHR A d m i n i s t r a t i v e  _ _ . _ I _ _ _ ~ _ _  Procedure Manual P a r t  I V  H 

documents be sche-duled seoaratelv? ' 
-~I!E information mimimfin&>sria e v e r D ~ ~ i s h e - ~ ~ _ . L ~ ~ ~ ~ ~ ~ ~ c o ~ ~  ~ . 

g. Is the informaion ujntained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 
--If ~IS attach I;PI?Y,------_. --- 

The following requires the series to be kept: 

a. Stata Law ~ - -  years. d. Audit period ~' -years. 
b. Statute of limitation 
c. Federal law ---years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

years. e. Administrative need .5 years. i~ 

, ,  . <  ' , - .  ~. 

I . -  

'-I 12. Approved Disposition Instructions This agency recommends that the f i le  series be cut off a t  the end of each: 
Calendar Year; 0 fiscal Year; 0 Other then, 

b Hold in the current files area 
0 Transfer to local holding area; hold -----year(s); then 
b Transfer to State Records Center; hold L _ _ y e a r ( s ) ;  then 
10 Demoy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

month(s) .2 year(s); then 

Recommendations in para- 
graph 12 are approved. 
(If disapprove@, ettm% letter 
of explanation.) 

2' 1 .  . - 
I 
AR--60-71: Rev. 76  


